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FOREWORD 



As part of its continuing effort to ensure the safety of school 
children and bus drivers, the National Highway Traffic Safety Administra-- 
tion recognized the requirement to develop a standardized and comprehensive 
school bus driver instructional program. To satisfy this need, Contract 
No. DOT-HS-339-3-652 v^as awarded to Applied Science Associates, Inc., (ASA), 
Valencia, Pennsylvania. The purpose of the contract was to assemble and 
review instructional materials already in use by the states and to organize 
and revise the best of these into a "training program for school bus opera- 
tion to fulfill the requirement of the Highway Safety Program Standard No. 
17, Pupil Transportation Standard." 

The instructional materials received from the states or local school 
districts were reviewed, revised, and assembled into three basic documents 
for the course: The Course Guide y designed for use by administrators in 
planning the program; the Instructor *s Guide^ prepared to assist the 
instructor in conductrng the course; and the Trainee Study Guide to be used 
by the students as a text/workbook for reviewing materials presented in 
class. In addition, a Final Report describes the development of the 
instructional program and the course documentation. 

Dr. George Palmer of the National Highway Traffic Safety Administration 
served as the Contract Technical Manager. Sanford Schumacher, the Principal 
Investigator, served as Project Director during the instructional develop- 
ment and testing phases of the project. Richard Dueker was Project Director 
during the data collection phase. Margaret Nesbitt contacted the states and 
local school districts and assembled the existing instructional materials 
and the Audiovisual Directory. Ann Smith prepared the Instructor^ s Guide 
and the Trainee Study Guide and monitored the pilot testing of the program. 
Ethel Westerman assisted in the assembly and cataloguing of activities and 
typed the materials in the instructional program. 

ASA acknowledges the assistance of the following Pittsburgh-area 
individuals who reviewed copies of the draft materials: 

Mr . Carl Sinkula , Director , Administrative Services , North 
Allegheny School District. 

Mr. Glen Prady, Supervisor of Transportation, North Allegheny 
School District . 

Mrs . Dolores tSalago , Principal, Cumberland Hills School for 
Exceptional Children . 

Dr. Patrick Long, Elementary Principal, Mars Area School 
District . 

Mr. Donald Owens, Secretary and Business Manager, Mars Area 
School District. 
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We are particularly indebted to Mr. David Soule, Pupil Transportation 
Specialist, National Highway Traffic Safety Administration for his extensive 
review of the instructional units. His thorough examination and critique 
of the program not only enabled us to make it consistent with Standard No. 
17, but also to improve the instructional quality of the materials. 

And finally, we wish to thank the bus drivers of the North Allegheny 
School District who, under the direction of Mr. Carl Sinkula, participated 
in the pilot test of the materials. Their conscientious efforts and probing 
questions helped us in many ways to improve the quality and usability of the 
program. These drivers were: Paul Altmyer, Phyllis Brandon, George Doughty, 
Rose Doughty, Donna Gregor, Mary Gross, Ed Kroll, Rella McElroy, Robert 
Meier, Charles Miklos, Gene Petrovic, Jane Richards, Nancy Sweet, Lois Wade, 
Ruth Wierzbinski. 
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PURPOSE OF THIS COURSE GUIDE 



This guide has been prepared to assist course administrators and 
instructors in the ^reparation for and conduct of the School Bus Driver 
Instructional Program. Because the program was built to be as flexible 
as possible (i.e., it was designed to be usable by all states and school 
districts) , it will have to be adapted to satisfy specific local or 
individual requirements. For the program to be successful, it is absolutely 
necessary that the content be reviewed and adapted prior to giving the 
course to school bus drivers. To facilitate this process, the INSTRUCTOR 
GUIDELINES (in the Instructor^ s Guide) are marked with arrows to flag 
points at which adaptation is required. In addition, this Course Guide 
contains a unit-by-unit specification for required instructor resources 
(Tables 2 and 3) which identify the major equipment, references, handout 
material, and media required to localize the units. 

The remainder of this guide contains a statement of the course 
objectives, course planning considerations, and guidelines for the 
conduct of the program. The Appendices include a complete Audiovisual 
(AV) Directory of available films and slide programs relevant to the 
course, and a bibliography of pertinent references. 

The overall purpose of the coutse is to provide in one package a 
program for developing the minimum (core) skills and knowledge needed by 
the school bus driver, and those supplemental (or advanced) skills and 
knowledge which the prof ic lent driver mig'/zt require. The core materials 
are covered in five units containing both classroom and in~bus instruction. 
These units require less than 3 days of instruction, and cover the fol- 
lowing topics: 

Introduction to School Bus Driver Role and Responsibility 

Passenger Control 

Accidents and Emergencies 

Bus Maintenance and Inspection 

Driving Fundamentals 

The eight advanced units, also requiring classroom and in-bus 
instruction, can be administered in about five more days. Topics covered 
include : 

Emergency Driving Techniques 
First Aid 
Field Trips 
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Transporting Exceptional Students 



Detecting Hazards 

Controlling the Position of the Bus 

Driving Under Special Conditions 

Preventive Maintenance of the Bus 

The emphasis in all of the course materials is upon those aspects 
of drivJ.ng a school bus which are (a) different from those for driving 
an automobile, or (b) critical for the safe operation of the pupil trans- 
portation system. Table 1 which follows contains a complete listing of 
the specific objectives for the program. 
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Table 1 
Course Objectives 



UNIT 


TITLE AND OBJECTIVES FOR UNIT 


Core A 


Introduction to School Bus Driver Role and Responsibility 
. By the end of this unit, the students should be able to; 

1. Describe the responsibilities of members of the 
Pupil Transportation System. 

2. Describe the requirements for selection and licensing 
of school bus drivers. 

3. Identify how emotional and physical characteristics 
affect the driver's tasks. 


Core B 


Passenger Control 

. By the end of this unit, the students should be able to: 

1. List the procedures for controlling the bus and 
students during loading and unloading. 

2. Describe general rules of student conduct and 
discipline procedures. 

3. Identify types of disorder requiring immediate atten- 
tion and describe procedures for controlling them. 

4. Report student control problems. 


Core C 


Accidents and Emergencies 

. By the end of this unit, the students should be able to: 

1. Identify the major causes of school bus accidents 
and describe actions to avoid accidents. 

laenLiry nis/ner xegax responsiDixxuies ana requirea 
action in case of an accident. 

3. State the school's policy on eight accident/emergency 
issues . 

4. Describe and demonstrate emergency procedures to 
follow. 
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Table 1 (continued) 



UNIT 


TITLE AND OBJECTIVES FOR UNIT 


Core D 


Bus Maintenance and Inspection 

• uy Lne enu or Lnis unit, y une oLuaeiii.& ^iiuuxu «^t: duj.^ lu » 

1. Identify interior and exterior maintenance tasks. 

2. Perform a pretrip inspection of a bus. 


Core E 


Driving Fundamentals 

• By the end of this unit, the students should be able to: 

1. Identify basic driving maneuvers. 

2. Discuss state laws and local policies related to basic 
driving maneuvers. 

3. Demonstrate basic maneuvers behind the wheel of a bus. 


Advanced A 


Emergency Driving Techniques 

. By the end of this unit, the students should be able to select 
appropriate driving techniques to maintain or regain control 
of the bus under five emergency conditions: 

1 . Skid . 

2. Tire blowout. 

3. Brake loss. 

4. Obstruction in path of bus. 

5. Sudden loss of visibility. 


Advanced B 


First Aid 

. By the end of this unit, the students should be able to: 

1. Set priorities for treating severe injuries. 

2. Recognize and treat symptoms of severe bleeding, 
stoppage of breath, and shock. 



o 
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Table 1 (continued) 



UNIT 


TITLE AND OBJECTIVES FOR UNIT 


Advanced 


C 


Field Trips 

. By the end of this unit, the students should be able to list 
how driving on a field trip or special assignment may differ 
from driving a normal bus route, including what they should do 
about : 

1, Learning an unfamiliar route. 

2, Working with chaperones. 

3, Students unfamiliar with bus rules of conduct, 

4, Excesses in behavior due to nature of the trip, 

5, Extra and oversize equipment. 


Advanced 


D 


Transporting Exceptional Students 

. By the end of this unit, the students should be able to: 

1. Identify the physical characteristics and behavioral 
tendencies of different types of exceptional students. 

2. Describe special loading/unloading procedures. 

3. Describe special methods of controlling exceptional 
children. 

4. State ways of cotnmunicating with parents of exceptional 
children. 


Advanced 


E 


Detecting Hazards 

. By the end of nhis unit, the students should be able to: 

1. Use clues to detect potential hazards. 

2. Determine degree of actual hazards. 

3. Select what action they should take to avoid hazards. 
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Table 1 (continued) 



UNIT 


TITLE AND OBJECTIVES FOR UNIT 


Advanced F 


Controlling the Position of the Bus 

. By the end of this unit, the students should be able to control 
the position of the bus by: 

1. Estimating required space for the bus, 

2. Observing the position of other vehicles. 

3. Making sure other drivers observe them, 

4. Maintaining adequate separation between the bus and all 
other objects and pedestrians. 


Advanced G 


Driving Under Special Conditions 

. By the end of this unit, the students should be able to select 
special driving techniques for : 

1. Rural and mountainous areas. 

2. Urban areas. 

3. Night and darkness. 

4. Adverse weather conditions. 

5. Expressways. 


Advanced H 


Preventive Maintenance of the Bus 

, By the end of this unit, the students should be able to: 

1. Use their senses to detect sjnnptoms of possible trouble. 

2. Describe basic bus components. 

3. Identify driving actions which avoid undue wear on the 
bus . 



o 
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COURSE PLANNING CONSIDERATIONS 



This section of the Course Guide contains general and specific planning 
considerations. The specific considerations include class size, student 
and instructor prerequisites, guidelines for localizing the units, needed 
instructor resources, use of the AV Directory, and guidelines for scheduling 
the course. 



General Planning Considerations 

The School Bus Driver Instructional Program is flexible. It is 
designed to be adaptable to the various needs of different states and the 
particular needs of local school districts, whether they own or lease 
their school buses. Provision has been made for Incorporating training 
materials now in use into the basic content of the course. 

The Core Units are considered to be the minimum amount of instruction 
drivers should receive before transporting students. The Advanced Units 
are considered necessary for expert driving. They are "advanced" in that 
they can be taught after a driver has mastered basic skills in the Core 
Units. The Core Units should be learned in the sequence Units A through E. 
The Advanced Units can be learned one at a time, in various sequences, 
except that Advanced Units E, F, and G should be learned in that order • 
The structure of the course is up to each pupil transportation system. 
There are several ways to pick and choose from among the units to form an 
individualized instructional course tailored to specific needs. 

Pre-Service Instruction 

1. The Core Units may be administered in a block as pre-service 
instruction. Depending on the number of drivers being trained, 
the five Core Units can be covered in two or three days. 

2. The Core Units may be administered as a block with the addition 

of one or more Advanced Units. The Advanced Units can be selected 
to fulfill the specific needs of a particular pupil transportation 
system or to increase the driver's proficiency in particular areas 
(e.g., detecting hazards). 

In-Service Instruction 

1. If the bus drivers in a district are all experienced, any or all 
of the Core and Advanced Units can be used in combination. The 
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units selected can be part of an ongoing in-service program that 
may take place throughout one or more school years, depending on 
the number of drivers, availability, etc. Selection of each unit 
for use depends on the system* s current needs • For example, the 
unit on Exceptional Students might be omitted if drivers don't 
have the responsibility of transporting them. Or, if all of the 
drivers have attended (or will attend) a Standard First Aid course, 
the First Aid Unit could be covered only briefly, as a review. 
Since the First Aid Unit covers only three critical skills, it 
could be used as a refresher or overview for those drivers receiving 
more formal first aid training* On the other hand, if no formal 
first aid training is scheduled, the First Aid Unit would provide 
the minimum skills that every school bus driver should have. 

2. Many districts have a good (or even excellent) school bus driver 
instructional program now in operation. However, these programs 
may be supplemented with one or more of the units, either com- 
pletely as presented in the In$truotor^s Guide or by incorporating 
some of the OPTIONS listed in the INSTRUCTOR GUIDELINES. The more 
completely the skills and knowledge identified in each of the unit 
objectives can be taught, the closer the course will come to being 
a comprehensive school bus driver instructional program. 

Combination Pre-Service/In-Service Instruction 

1. The Core Units may be given to new drivers as pre-service instruc- 
tion before the school year. The Advanced Units could then be 
administered as in-service instruction during the school year. 

2. New drivers may receive the Core Units as pre-service instruction. 
The new drivers could then be scheduled over one or more years for 
advanced instruction along with veteran drivers for ongoing in- 
service programs. 

The first step for implementing the School Bus Driver Instructional 
Program is to review the objectives in Table 1 and determine the general 
type of program (e.g., pre-service only) that is needed. Then, a 
preliminary selection of Core and Advanced Units should be made. 



Specific Planning Considerations 

Class Size 

The progran has been developed to maximize each student's active 
participation. The more a student participates in the instruction (by 
writing down answers to exercises, by commenting on questions, by changing 
his own guide to conform to local practices, by demonstrating skilled 
techniques, etc.), the better he will learn. If the students simply sit 
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through a series of lectures, the course will be pretty deadly, and they 
will not learn nearly as much as they could through participation. Thus, 
the Trainee Study Guide contains lots of space for note-taking, and numerous 
exercises to encourage active participation. The good instructor will take 
advantage of these opportunities for student involvement. 

Most of the exercises have been developed on the assumption that 
there are six students in the class. In this way, each student can respond 
to a different exercise problem. So, ideally, each class should be limited 
to six trainees. Also ideally, the students should have approximately the 
same level of experience. For example, completely inexperienced drivers 
and drivers having many years of experience should not be mixed in the same 
class. 

In many situations, however, it may be impossible or impractical to 
have a 1:6 instructor-student ratio. In such cases, class sizes in 
multiples of six are desirable (that is, 12 students, 18 students, etc.). 
If possible, the larger classes should be divided into six-student teams, 
with each member of the team working on a different problem in the unit 
exercises. 



Student and Instructor Characteristics 

Several assumptions have been made about the students and the 
instructors. The more completely these assumptions are met, the more 
successful the course will be. 

Student Assumptions . It is assumed that all students: 

1. Have a valid driver's license. 

2. Are literate. 

3. (In a given class group) are at about the same level of 
experience. 

Instructor Assumptions . It is assumed that the instructor: 

1. Has taken the course as a "student" before teaching it. 
(Clearly, this will not be possible during the first 
administration of the course, since someone has to be 

the "pioneer" instructor. After the course is established 
and implemented, future additional instructors should sit 
in as students.) 

2. Has at least some experience as a school bus driver. 
(Note: the level of information in the INSTRUCTOR 
GUIDELINES and CONTENT is detailed enough so that the 
instructor does not have to be a veteran driver, super- 
visor, or administrator.) 
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3. Has participated in the preparation and adaptation of the 
materials. (An instructor who "takes over" after the 
course has been taught several times should be thoroughly 
briefed on all the curriculum changes made to localize 
the program.) 

Customizing (Adapting) the Units to Sa ti sfy Local Needs 

The units may be customized by the instructor or by the school 
(district, state) administration. I^oever has responsibility for adapt- 
ing the units must read the INSTRUCTOR GUIDELINES and CONTENT in the 
Instructor's Guide. Arrows are used in the INSTRUCTOR GUIDELINES to 
indicate places where a specific activity is required of the instructor: 
either an action directed at the trainees, or an action to customize the 
content. The person responsible for localizing the units must also refer 
to the Instructor Resources listed in Table 2 and Table 3 of this Course 
Guide . 

A brief outline of the suggested process for localizing the units is 
presented below. After selecting a set of units which satisfy general 
state/local needs, the instructor (or whoever has responsibility for 
adapting the units) should do the following things for each selected 
unit: 

1. Read through the INSTRUCTOR GUIDELINES column in conjunction 
with the CONTENT column. Note arrows requiring customization 
of the CONTENT. 

2. Select OPTIONS. 

a. Refer to Audiovisual (AV) Directory (Appendix A to this 
Course Guide) . 

b. Develop (or commission development of) local media, 
if appropriate. 

c. Contact resource personnel if applicable. 

3. Refer to the Instructor Resources Needed listed in Tables 
2 and 3 of this Course Guide. 

a. Note which equipment to use. 

b. Note which references are needed. 

c. Note which handout materi^al and media are required and 
which are optional. 

4. Make necessary arrangements for acquiring, preparing, or 
reproducing these resources. 
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Table 2 

Instructor Resources Needed for Core Units 



EQUIPMENT ( optional for all units) 

flipchart or chalkboard 

grease pencils, markers, chalk, etc. 

magnetic chalkboard, magnetized model vehicles (toy buses and cars 

to be used as models for demonstrating maneuvers, etc) 
slide projector/screen 
16mm movie proj ector /screen 
overhead proj ector/screen 
transparencies (blank or prepared) 
record player (33-1/3 rpm) 
actual school bus 



CORE 






UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


A 
ri 


List of local selection and 


State organizational chart 




hiring procedures 


Film: "Caution—Valuable Load"* Cl2) 




Motor Carrier Safety Regula- 
tions of the Federal Highway 
Administration 49CFR391 


Film: "Chrome Yellowl Extra 
Caution"* (16) 




State law and local regulations 


Locally produced slides* 




on school bus driver qualifica- 






tions, driving record^ etc 




B 


State Motor Vehicle Code 


Applicable sections of Motor 




Local policy on loading/ 


Vehicle Code 




unloading, seating, discipline. 


Diagram of local seating policy* 




etc. 


Locally produced slides* 




Local duties of bus patrols* 


Film: "And Then It Happened"* (7) 

Film: "School Bus Patrol"* (56) 

Rules for student conduct on bus 

Local forms for reporting disci- 
pline problems 


Optional 




NOTE: 


Numbers in parentheses ( ) refer 


to AV Directory (See Appendix A) 
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Table 2 (continued) 



CORE 
UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


C 


State/local accident statistics 

Court cases involving school 
buses 

State law on accident pro- 
cedures 

Local investigation procedure 
of accidents 

Local policy on sending for 
help, notifying authorities. 

Local policy on mechanical 
breakdown situations. 

School records of evacuation 
incidents. 

Local policies on usage and 
maintenance of emergency 
devices . 

School policy on 8 accident 
issues (see pp. C-49 to C-51). 

Local evacuation and evacu- 
ation drill procedures. 


Case histories of local accidents 
including diagrams 

3 potential accident situations 

Film: "The Final Factor"* (32) 

Film: "The Human Factor in 
Driving"* (38) 

Film: "Be Your Own Traffic Judge"* (65) 

Film: "Preventable or Not "* (49) 

Tapes: "You Are the Jury"* (80) 

Actual case history of bus driver 
sued for negligence. 

Synopsis of applicable state law 
on accidents. 

Local emergency information packet. 

Accident situation and about 3 
descriptions of various bus driver 
actions. 

State and local accident report 
forms (samples filled in) • 

Sample maintenance repair report 
form (filled in) 

Diagram of local evacuation pro- 
cedure. 

Actual emergency devices (6 fusees, 
flags/reflectors, wrecking bar (axe), 
first aid kit, fire extinguishers. 


D 


Local bus maintenance policies 
Local inspection policies 


Job Aid: Pretrip Inspection Check- 
list*, 

Model Pretrip Inspection Checklist 
filled out for actual bus to be 
inspected by trainees. 

Sample regular maintenance request 
form (filled in). 



o 
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Table 2 (continued) 



CORE 






UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


E 


State basic speed law 


Actual pictures of bus instruments 




Manufacturer s instructions 


and gauges , 




for bus operation. 


Diagram of gear position for spe- 




State law specification on 


cific bus used. 




visibility requirements, 


Road diagrams to illustrate driving 




specific distance require-^ 


maneuvers. 




ments, etc., if any. 


Filmstrips: "Intersection Maneu- 




State or local regulations on 


vers"* (71) 




railroad crossing . 


Filmstrips: Passxng Maneuvers * (75) 




All state and local provisions 
relating to any of the 15 
driving maneuvers listed in 
Figure 4. 


Descriptions of urban, residential, 
rural, and highway situations in 




which driver must adjust speed of 
bus. 




Off-street practice facility 
for in-bus practice. 


Locally produced audiovisual package 
(slides and tape, for example) show- 
ing "bus driver" demonstrating all 
15 maneuvers.* 

Handout of 15 discussion questions 
on 15 driving maneuvers. 

Handout describing and illustrating 
in-bus practice including on-street 
and/or off-street course/route. 
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Table 3 

Instructor Resources Needed for Advanced Units 



EQUIPMENT (optional for all units) 



flipchart or chalkboard 

grease pencils, markers, chalk, etc. 

magnetic chalkboard, magnetized model vehJ.cles 

slide projector /screen 

16 mm. movie projector/screen 

transparencies (blank or prepared) 

record player (33-1/3 rpm) 

actual school bus(es) 

overhead projector/screen 



ADV. UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


A 


Local directions on use 
of Sanders , if appli- 
cable. 


Diagram of local brake loss incident, 
if any. 

Diagram(s) of evasive action taken by 
local drivers to avoid obstruction in 
the Dath of thp bus. 

Filmstrip: "Emergency Maneuvers''* (67). 
Filmstrip: "Driving Strategy"* (66). 
Diagram of local skidding incident, if 
any. 

Diagram of local tire blowout incident, 
if any. 


B 


Knowledge of first aid 
and demonstration pro- 
cedures. 

Local information on 
contents, location of 
first aid kits and where 
to get new supplies. 


Description of local situation in which 
bus driver administered first aid, if 

any. 
First Aid kit. 

Film; "First Aid on the Spot"* (33) 


C 


Any local policy that 
applies to field trips. 
Record forms used in 
district. 


Example of special trip AUTHORIZATION 
REPORT. 

Sample record forms filled out. 
Handout description of field trip 
that driver has completed. 
Prepared hypothetical field trip ^ 
assignment. 



NOTE: Numbers in parentheses ( ) refer to AV Directory. (See Appendix A) 



Optional 
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Table 3 (continued) 



ADV. UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


D 


Local policies on emer- 
gency issues (see p. 31). 
Policies on parent re- 
sponsibility during load- 
ing and unloading. 
Policies on communicating 
with parents. 
Recommendations of 
Special Education 
Teachers , Counselors . 


Sample student confidential card on 

emergency health care information. 
Wheel chair* 
Ramp for special bus* 


E 




Descriptions or pictures of local: 

Roadway hazards 

Off roadway hazards 

Single-vehicle hazard 

Multiple-vehicle hazard 

Other road users hazards 

Combination vehicle/roadway hazard 
Handout outlining route where each of 

6 t ype s o f ha z ard s ar e known to 

exist or are likely to occur. 

Filmstrip: "Seeing Habits for Expert 
Driving"* (79) with accompanying 
record and student workbook. 

Filmstrip: Aetna Drivocator II "iden- 
tify and Predict"* (82) 


F 


State law regarding 
yielding right of 
way. 

Dimensions of buses 
in your district 
(height, weight, width, 
length, etc.) 
State law regarding 
signalling other 
drivers. 

State law regarding 
bus positioning. 


Filmstrip: 

Aetna Drivocator II "isolate and 

Stabilize"* (83) 
"Advanced Driver Performance - 
A Multimedia Instructional 
System"* (64) 
"Programmed for Safe Driving"* (76) 
"Driving Strategy"* (66) 
Film: 

"Smith System of Space Cushion 

Driving"* (58) 
"DIM on Timed Intervals"* (29) 
"Defensive Driving Film Series"* (22) 
Handout describing planned route for 
on-road practice 
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Table 3 (continued) 



ADV. 


UNIT 


REFERENCES 


HANDOUT MATERIAL AND MEDIA 


G 




Legal distance behind 
lead vehicle where high 
beams may be used. 


Handout describing an urban route for 

in-bus lesson o 
Handout describing route for in-bus 

night driving lesson. 
Handout describing route for in-bus 

lesson on expressway driving. 
Filmstrip: "Intersection Maneuvers"* 

(71) and accompanying workbooks and 

records. 

Filmstrip: "Freeway Maneuvers"* (70) 

and accompanying workbooks and records. 

Film: "Driver Education Series"* (27) 
(Rural Driving, Driving in 
Traffic, and Critical Driving 
Patterns) 

Slides: "Your Rural Road Challenge"* 
(81) 


H 




Local mechanics' recom- • 
mendations. 

Symptom report pro- 
cedures. 


Maintenance Repair Request form 
Filled in sample inspection forms 
Line drawings of bus components 
Worn brake shoes, clutch plates, etc.* 
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5. Adapt the CONTENT to state or local needs. (Make detailed 
changes in the CONTENT column of the Instructor^ s Guide so 
the changes can be efficiently communicated to the trainees.) 

a. Refer to Unit Objectives and Review Questions. 

b. Provide state and local regulations where specified. 

c. Add, delete, or substitute material where appropriate. 

5. Prepare diagrams and examples to supplement CONTENT material 
of instructional units, where specified in INSTRUCTOR GUIDE- 
LINES . 

7. Prepare answers to review questions that may differ for the 
state or district from those provided. (Delete or modify 
questions to reflect modifications made in CONTENT.) 

a. Refer to Review Questions at the end of each unit. 

b. Refer to Answers To Review Questions at the end of the 
Core Units and at the end of the Advanced Units. 

c. Refer to state and local regulations for variations. 

d. Refer to any CONTENT modifications. 

8. Arrange for required demonstrations. 

a. Classroom (see Instructor Resources Needed) in Course Guide. 

b. For in-bus demonstrations and practice, plan the practice 
course/route, arrange for buses, etc. 

9. Pre-class assignments reduce the time required for detailed 
content coverage in the classroom. Decide whether the Trainee 
Study Guides axe. to be a pre-class assignment. If so, 

a. Make arrangements for distribution of Trainee Study Guides. 

b. Prepare a letter of explanation containing the reading 
assignment and noting that certain changes will be 
required to make the materials conform to state and/or 
local practices. 

10. Arrange for classroom facilities. 

a» Arrange for a meeting room large enough to accommodate 
trainees and instructor comfortably in round-table 
fashion with unobstructed view of screen/ chalkboard/ 
flipchart , etc. 
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b. Each trainee should have about 3 feet of table space 
for spreading out materials, taking notes, etc. 



c. The room should accommodate any selected equipment, 
e.g., electrical outlets, ''black-out" blinds for film 
showings, etc. 

d. Make space and arrangements for coffee and snacks. 



Using the AV Directory 

Many of the OPTIONS listed in the GUIDELINES of the InstTiAoior's 
Guide were reviewed during the development of the School Bus Driver 
Instructional Program. The Audiovisual (AV) Directory (in Appendix A of 
this Course Guide) lists the titles of prepared audiovisual media, a brief 
description of each, and the addresses of producers or suppliers. Part 1 
lists films, and Part 2 lists filmstrips, slides, slide/tapes, and other 
packaged programs • The titles are listed in alphabetical order in most 
instances. When a title has been recommended as an OPTION under the 
INSTRUCTOR GUIDELINES in the Instructor's Guide^ that entry is asterisked 
(*) in the AV Directory. 

Each title has a number. The number of the item is referenced in 
parentheses in the INSTRUCTOR GUIDELINES so the instructor can look it 
up in the AV Directory. A double asterisk (**) Indicates a title that has 
been produced by a local pupil transportation system, and therefore is 
probably not available for public distribution. 

Many of the audiovlsuals have a rental or purchase option, depending 
on the producer or supplier • Some are available at no cost. Cost infor- 
mation varies, and can be obtained from the individual producer/supplier. 
All orders or inquiries for Information should be made to the producer/ 
supplier at least two months in advance of the planned date of use. 
Since many of these audiovlsuals are in great demand, requests are often 
handled on a "first-come, first-serve" basis. 



Scheduling Guidelines 

The School Bus Driver Instructional Program is flexible. Thus, 
scheduling depends on a number of factors, including: 

1. Whether the program is designed as pre-service, iii-service, 
or a combination of pre-seirvice/in-service instruction. 
(See General Planning Considerations on page 7 of this 
guide.) 

2. Which units are selected. 

3. How many units are selected. 
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4. 



Whether or not the Trainee Study Guides are used as home 
study assignments. 



5. The experience level of the student drivers. 

6. The number of students in each class. 

7. The availability of buses for in-bus practice. 

8. Amount of modification made to the program. 

The first three factors will probably be the primary determinants 
of the schedule. Hypothetically , if the entire School Bus Driver Instruc- 
tional Program (all Core and Advanced units) were to be administered as a 
pre-service program, the program would require the approximate times 
indicated in Table 4: 

Table 4 

Approximate Times for 
Administering the Entire Program 

Core Units Advanced Units Total 

Instruction time 2 days 4 days 6 days 

Review and feedback 3/4 day ' 1 day 1-3/4 days 

Total 2-3/4 days 5 days 7-3/4 days 



Specific scheduling estimates can be derived from Table 5, which 
contains detailed administrative data for each of the units. The time 
data given in Table 5 are based on actual tryout of the materials. 
Although these times represent reasonably ball-park estimates, the 
qualifications and motivation of the instructors and students in a 
particular program could cause significant deviations from the times 
shown. 

As an example of how the data in Table 5 could be applied. Table 6 
presents a hypothetical schedule for a school system. This sample schedule 
reflects the school system's decision to give new drivers all core materials. 
If the school system also decided, for example, to give all experienced 
drivers Advanced Units E, F, and G, they might schedule the in-service 
program as in Table 7. 



ERIC 



19 



Table 5 



PREPARATION AND ADMINISTRATION TIME DATA 



OVERALL 
TOTALS 
(ALL UNITS) 


28-30%hrs. 


48y2-59y2hrs. 


PREPARATION 


ADMINISTRATION 


UNIT 


Reviewing and 
Localizing 
Units 


Collecting/Preparing 
Instructor 
Resources 
(Equipment. 
References 
Handouts, 
Media) 


Teaching Time 


Review Question 
Time 


Classroom 


In-Bus^ 


Answering 
Questions 


Providing 
Feedback 


CORE A 


1 hr. 


1 hr. 


1 -2 hrs. 




1/2 hr. 


1/2 hr. 


CORE B 


1/2 hr. 


1/2 hr. 


2-3hrs. 




1/2 hr. 


1/2 hr. 


CORE C 


1 hr. 


1 hr. 


2-3hrs. 


1/2 hr. 


3/4 hr. 


1/2 hr. 


CORE D 


1/2 hr. 


1/2 hr. 


1/2 hr. 


1/2 hr. 


1/2 hr. 


15 min. 


CORE E 


1 hr. 


^ -V/3 hrs. 


2 hrs. 


3-4 hrs. 


1/2 hr. 


1/2 hr. 


CORE 
TOTALS 


4 hrs. 


4 - 4!4 hrs. 


7% • 10^2 hrs. 


4 - 5 hrs. 


2% hrs. 


2% hrs. 


An\/ A 


3hrs. 


2 hrs. 


2-3hrs. 


3-4 hrs.^ 


1/2 hr. 


1/2 hr. 


A nv/ R 

M L/ V . D 


2 hrs.** 


1 hr. 


4 hrs.^ 




1/2 hr. 


1/2 hr. 


ADV. C 


1/2 hr. 


15 min. 


1/2 hr. 




15 min. 


15 min. 


ADV. 0 


Ihr.^ 


Ihr.' 


1 - 2 hrs. 




15 min. 


1/2 hr. 


ADV. E 


3 - 4 hrs."* 


2 hrs. 


3 hrs. 


2 - 3 hrs.^ 


15 min. 


1/2 hr. 


ADV. F 


1 - 2 hrs."* 


1/2- 3/4 hr. 


2-4hrs.^ 


2 - 3 hrs.^ 


15 min. 


1/2 hr. 


ADV. G 


Ihr.^ 


1/2 hr. 


272 hrs. 


3hrs.^ 


15 min. 


1/2 hr. 


ADV. H 


1 hr. 


15 min. 


\ hr. 




15 min. 


15 min. 


ADV. 
TOTALS 


12/2 - 1472 hrs. 


7^2 -7% hrs. 


16-20 hrs. 


10- I3hrs. 


272 hrs. 


372 hrs. 


GRAND 
TOTALS 


16/2 - 18/2 hrs. 


ir/2- 1274 hrs. 


2372-3072 hrs. 


14- 18 hrs. 


574 hrs. 


5% hrs. 



Depends on instructor's background; Depends on regional differences; Class of 6; Assumes preparation in order E, F, G. ; 
^Includes 2 hrs. for optional aspects. 
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CONDUCTING THE PROGRAM 



To a large extent, the success of the School Bus Driver Instructional 
Program will depend on the dedication and motivation of the in«?tructor. 
Because of this dependence, the instructor must be fully aware of the impact 
his actions and attitudes have on learning. The instructor's actions and 
attitudes can create an exciting and productive learning environment. Or, 
they can create a boring, perhaps hostile environment, in which little or 
no learning occurs. There's no magic formula for creating an excellent 
instructor. However, if all instructors oonsoientiousty adhere to the fol- 
lowing do's and DON'Ts, the quality of the program will be improved. 

DO 

• Read over all of the CONTENT and INSTRUCTOR GUIDELINES 
befoi*e teaching . 

• Have all materials, local modifications, etc., available 
and documented before teaching. 

• Stick to the topics and curriculum you and your administra- 
tion have decided upon. 

• Encourage all trainees to work the exercises and answer the 
Review Questions. 

• Encourage discussion (keyed to topics you want to discuss) 
by acknowledging and rewarding student attempts at dis- 
cussion. 

• Provide students with as much individual attention and 
feedback as possible. 

• Use the Review Questions as a means of opening discussion. 
DON'T 

• Be the only one to talkl 

• Ramble or get off the subject. 

• Be a "know-it-all." (Many of the issues in the program are 
legitimately open to discussion and there may be more than one 
acceptable approach.) 

• Berate or otherwise embarrass students who give wrong answers 
(try to find a kernel of truth and lead them to the correct 
answer. At least show that you appreciate their making an 
attempt.) 
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The remainder of this section contains a list of specific reconunended 
true tor activities. 

1 . Preliminaries 

a. Welcome class members; introduce yourself and have 
trainees introduce themselves. 

b. Distribute a Trainee Study Guide to each trainee (unless 
they were given the guide as a pre-class assignment.) 

c. Give the schedule for the instructional session, including 
start and stop times, coffee breaks, and lunch breaks. 

d. Encourage students to participate in discussion. 

2. Classroom Instruction 

a. Have trainees read CONTENT column (or summarize CONTENT 
if reading the Trainee Study Guide was a pre-class assign- 
ment. ) 

b. Point out every instance where the instructional materials 
differ from your state or local requirements. Have the 
trainees change (add to or delete from) their own study 
guides to insure their materials accurately conform to your 
state and/or local practices. 

c. Follow the activities and suggestions in the INSTRUCTOR 
GUIDELINES column. 

(1) Points to emphasize 

(2) Demonstrations /diagrams 

(3) Options 

d. Have students work the exercises that are included in 
the units. If some rr all of your students aren't 
comfortable with writing, have them complete the exer- 
cises in discussion groups. Avoid the temptation to 
"skip over" the exercises. They provide a major 
opportunity for the trainees to participate in a 
structured situation — a very important ingredient for 
effective learning. 

e. Answer any pertinent questions trainees may have and 
encourage discussion. However, if a question is raised 
that will be covered in a later unit, or covered in 
detail later in that unit, do not digress from the 
lesson to answer the question. Indicate that it*s a 
good question and that "they'll learn more about that 
later." Make a note of the question so you can discuss 
it at the appropriate point. 
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f. Have trainees answer Review Questions at the end of each 
unit. Empha-:i7:e that the Review Questions are not tests 
they will not be graded. Mention to the trainees that 
although there is usually a best answer > the questions 
are often open to discussion. Oral responses are accept 
able in some cases, but written answers are preferred. 
Provide feedback, i.e., let them know whether or not 
their answers are correct. If you prefer to have them 
check their own answers, refer them to the Ans,wers to 
Review Questions in their Trainee Study Guide, 

g. Have trainees review CONTENT material if they do not 
meet the performance criterion as specified on the 
answer sheet . 

In-Bus Instruction 

Assign the order in which each trainee will participate. 
If two or more instructors are available, two or more 
trainees can receive in-bus instruction simultaneously. 
If only one instructor is available, the rest of the 
class may be assigned a reading period, a review period, 
or a free period. You may want to schedule in-bus 
instruction on different days to accommodate individual 
schedules . 
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APPENDIX A 



Audiovisual Directory 



(Those titles which have been recornmended as an OPTION under 
the INSTRUCTOR GUIDELINES in the Instruotor's Guide are 
followed by a single asterisk. Those followed by a double 
asterisk are media produced by a local pupil transportation 
system.) 
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